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FAIRMENT

Position Description
Code Enforcement Officer

DEPARTMENT: Community Development

FLSA CLASS: Non-exempt

UNION: N/A

REPORTS TO: Planning & Zoning/Code Enforcement Coordinator
SUPERVISES: None

SUMMARY:

Under the supervision of the Planning & Zoning/Code Enforcement Coordinator, the Code Enforcement Officer is
responsible for maintaining the City’s code compliance program to ensure a human-centered approach to city
municipal code enforcement while emphasizing restorative practices. This position will perform a variety of activities
such as conducting investigations, preparing notices and reports, and providing recommendations and resources. It
will work closely with and be supported by a cross-functional team of City staff from various departments.

To perform this job successfully, an individual must be able to perform each duty satisfactorily. The requirements
listed below are representative of the knowledge, skills, and abilities required. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions of the position. The essential functions
listed below are intended to serve as illustrations of the various types of work that may be performed. The omission
of specific duties does not exclude them if the work is similar, related, or a logical assignment to the position.

ESSENTIAL FUNCTIONS OF THE JOB INCLUDE BUT ARE NOT LIMITED TO THE FOLLOWING:

e Enforce city ordinances related to property maintenance, zoning, landscaping, signage, fences, sheds, and
pools, implementing violation mitigation strategies as appropriate.

o Comply with all city, state, and federal policies, procedures, and protocols.

e Address concerns, inquiries, and complaints from the public; answer questions related to municipal code
enforcement activities by researching, interpreting, and explaining policies and regulations; analyze,
determine, and communicate appropriate solutions to problems; and schedule site visits.

e Conduct field investigations and property inspections to uncover violations of nuisance, zoning, junk and
debris, abandoned/inoperative vehicles, housing, and related ordinances; issue citations for violations as
appropriate.

e Confer and coordinate with other agencies and City departments on the investigation of violations across
agency boundaries.

e Perform follow-up investigations to ensure that remedial action has been taken.

e Coordinate inspections and dispositions of cases with various City departments as needed.

e Develop and maintain accurate case files and other associated records such as notices, correspondence,
photos, investigative reports, corrective actions, penalty escalations, etc.

e Act as designee for all code compliance-related data management.
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Evaluate common code/permit compliance issues and prepare data-informed recommendations for
improvements.

Participate in meetings with developers and their agents for coordination of proposed projects and
enforcement of applicable design standards.

Work closely with homeowners, landlords, tenants, businesses, and community groups to grow strong
neighborhoods through public relations, education, and code enforcement activities.

Provide public education and prepare/present a variety of code enforcement information in graphic, oral,
or written form for use by elected and appointed officials, special committees, or community
organizations.

Deal with customers in a courteous, effective, timely, and professional manner.

Represent the City of Fairmont in community and official board meetings with other City departments,
organizations, and professional groups on code enforcement matters and provide information on relevant
codes and permits, providing proactive updates when possible.

Perform other related duties as apparent or assigned.

EQUIPMENT USED:
This position uses a variety of equipment typical of a standard office setting. Such equipment may include but is
not limited to a computer, copy machine, fax machine, printer, mobile device, scanner, and telephone.

REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES:

Knowledge of land use regulations and methods, city ordinances, and city codes.

Knowledge of principles and methods of investigation, documentation, and coordination with law
enforcement.

Ability to thoroughly analyze information and make complex decisions.

Ability to communicate and work effectively with all stakeholders including but not limited to citizens,
consultants, developers, law enforcements, state/federal partners, vendors, and City staff.

Ability to meet the physical requirements to successfully complete field inspections.

Ability to implement a solutions-based approach to correcting violations and collaborate with citizens/the
public in a professional, thoughtful manner with the goal of educating them.

Ability to interpret city ordinances and city codes.

MINIMUM QUALIFICATIONS:

High school diploma or equivalent.
Experience engaging and working with diverse groups of internal and external stakeholders.
Proficiency in Microsoft Office Suite as well as mobile devices and their associated applications.

PREFERRED QUALIFICATIONS:

Three years’ experience related to code compliance and enforcement, construction inspection, property
maintenance inspection, or a related field.

Completion of advanced coursework or professional training/certification related to inspections (housing,
code enforcement, building).
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CONDITIONS OF EMPLOYMENT:
e Possession of a valid Class D Driver's License or the ability to obtain it within 30 days of hire
e Ability to pass a criminal background check

WORK SCHEDULE:
This is a regular, part-time position at approximately 20 hours per week. Work will typically be conducted between
City Hall's standard business hours of 8:00 a.m. to 4:30 p.m., Monday — Friday.

WORK ENVIRONMENT/PHYSICAL DEMANDS:

The work environment characteristics described here are representative of those an employee encounters while
performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with
disabilities to perform the essential functions.

This position requires the employee to work alone, with others, around others, and have contact with the public.
This position will work both indoors and outdoors. Exposure to adverse weather conditions and heavy

construction site equipment may occur.

Activities that will occur continuously include sitting, communicating verbally, hearing, and performing repetitive
motions with hands/wrists/fingers.

Activities that will occur frequently include problem solving, conducting written communication, reading,
displaying interpersonal skills, and standing.

Activities that will occur occasionally include walking; lifting; carrying; reaching; and hand/eye/foot coordination.

Activities that will occur infrequently include bending; stooping; kneeling; reaching at, above, and below shoulder
level with the right, left, and both shoulders; and lifting/carrying up to 24 pounds.

This position will require the ability to drive an automobile.

This job description does not constitute an employment agreement between the employer and employee and is
subject to change by the employer as the needs of the employer and requirements of the job change.

ACKNOWLEDGEMENT:

| have read this job description and fully understand the requirements set forth herein. | understand that this is to
be used as a guide and that | will be responsible for performing other duties as assigned. | further understand that
this job description does not constitute an employment contract with the City of Fairmont.

Employee Signature Printed Name Date
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